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Senior Advisor
for Strategy and Implementation
GS-0301-14

Introduction

The position is located in the Immediate Office of the Office of the Administrator at the U.S.
Environmental Protection Agency (EPA). The position serves as the Senior Advisor for Strategy and
Implementation to the Administrator. The position provides expert advice and administrative support to
the Administrator.

The proposed incumbent of the position, requested for Schedule C, exception will not be able to
adequately perform their duties without being privy to the political, personal, and management
philosophies of the Administrator. A confidential relationship of a Schedule C nature is imperative since
the incumbent will speak for the Administrator and, as such, will be expected to reflect their supervisor’s
philosophies in conversations with leading figures of the government, business and other groups. The
incumbent will also be obliged to present the views of the Administrator in correspondence and other
communications with Agency managers and program officials.

Major Duties and Responsibilities

1. Undertakes assignments on projects of special concern to the Administrator. The projects are
typically broad-based, of an Office-wide nature, and may involve relationships outside of the
Agency. Leads special projects and cross-organizational teams on behalf of the Administrator on a
variety of environmental issues, including managing long-term strategies and responses to high-
profile and controversial issues with significant political, press and/or community interests.
Identifies program issues which involve particularly difficult or sensitive decision- making actions
as they arise related to regulatory policy, science, technology, and/or legislative mandates. This
includes major program activities, outputs, and policy regarding implementation of related
programs under the various statutes and involves developing, interpreting, or determining the
intent of guidance and translating basic legislation into program goals, actions, and services.

2. Plans, directs and executes a number of significant policy and/or programmatic-related directives.
Coordinates as the Administrator’s Office’s lead on Agency initiatives like emerging compounds
(PFAS), coal combustion residuals, and Waters of the United States. Incumbent reviews proposed
implementation policies using judgment and discretion and prepares recommendations for the
Administrator on completeness, acceptability, and impact on EPA’s programs and resources. This
includes coordination with EPA and with other agencies, states, Congress, and outside
constituencies, as directed by the Administrator. Works closely with Assistant Administrators and
their program offices, as well as external affairs teams in the Administrator’s Office. Reviews
briefing papers, policy documents, and strategic planning documents pertaining to prominent and
emerging issues for technical and legal soundness and accuracy to ensure program materials and



proposed actions are appropriate. These reviews involve complex issues that have a significant
impact on industry, public and environmental well-being. Reviews proposed legislation or
regulations and the way the Agency conducts its business with the public or with private industry.
Works in close coordination with both Regional and Assistant Administrators to ensure cross-media
policy issues are tackled efficiently and in keeping with the Administrator’s strategic vision.
Incumbent coordinates with Division Directors, Deputy Division Directors, senior Office Team
Leaders, support staff team, and other key individuals to ensure that issues are properly analyzed
and that the Administrator has all required information to make a timely decision. Provides input
and recommendations on issues spanning the entire scope of program activities related to area of
specialization. The incumbent has input and influences both technical and administrative decisions
and therefore influences program development and delivery, as well as program direction and
priorities relating to area of specialization.

Analyzes and provides recommendations to the Administrator, Deputy Administrator and senior
management about legislative and regulatory proposals, as well as plans, goals andobjectives for
specific environmental program areas. Develops sources of information, identifies and uses a wide
range of qualitative and quantitative methods to perform in- depth analyses of issues and synthesize
pertinent information on prominent and emerging issues. Keeps abreast of new developments within
and outside the Federal sector pertaining to assigned areas of expertise and provides advice and
options to the Administrator on strategies to accommodate such developments. Analyzes the
consequences of adopting various proposals and policies. Forecasts developments potentially
affecting programs; anticipates potential questions, problems, or policy issues which subsequently
may arise; and brings these to the Administrator’s attention. Develops options and alternatives,
coordinates findings and recommendations with other interested/affected parties and prepares and
delivers written and oral presentations. Exercises a high degree of initiative in determining suitable
alternative solutions with officials of other Federal agencies, State and local governments charged
with similar responsibilities. Ensures potentially controversial/complex approaches or positions on
prominent and emerging issues are fully analyzed and discussed with appropriate staff and
management before decisions are made. Assures quality control of products (i.e., clarity,
consideration of alternative and adequacy of analytical support information). Continually meets with
a wide range of program personnel to keep abreast of latest issues and developments to track critical
items for the Administrator. Monitors activity and developments at the national, State and local
levels as well as at the EPA Agency level and in the public forum (e.g., in the press) to keep the
Administrator fully informed on the latest developments, controversies, and positions of various
parties involved in or affected by these emerging issues. Reviews, filters, and analyzes incoming
information to see that it is communicated and distributed as appropriate in a timely fashion.
Collaborates closely with press and relevant program office staff to ensure that adequate and current
summary briefings exist on priority substantive programs and issues. Ensures appropriate
coordination and communication across the Agency on strategic planning and sensitive issues.

Serves as the liaison between the Administrator’s Office and other agency offices and regions.
Coordinates activities/issues that need involvement by the Administrator. Assists the Administrator
by communicating Agency priorities, direction, and initiatives for the flow of Agency activity.



Adpvises senior personnel of the Administrator’s positions, to ensure proper integration of effective
communication internally and externally concerning issues arising in the development and operation
of regulatory actions and subsequent measures. Incumbent uses own judgment and sensitivity to
issues which affect EPA to keep the Administrator advised and organized.

5. Performs other duties as assigned.

Factor Level Descriptions

Factor 1 - Knowledge Required by the Position Level 1-8 (1550 Points)
Mastery of advanced management and organizational analysis principles, methods, practices and
techniques and a comprehensive knowledge of strategic planning sufficient to recommend
implementation strategies which cut across programs and have potential wide-ranging impact on
program functions, manning and budget. Ability to target data for historical research related to
operations and relationships with outside parties and provide critical input and analysis during the policy
development and strategic planning process to ensure that the Agency develops policy in line with
regulations, and Agency mission, mandates and policies, the Administrator’s priorities, and goals of
stakeholders.

Mastery level knowledge of major environmental issues, program goals and objectives to provide expert
assistance to the Administrator. Broad knowledge of the Agency’s mission, organization, functions and
program operations; relationships among programs; key administrative support functions within the
employing agency; the sequence and timing of key program events and milestones, and methods of
evaluating the worth of program accomplishments enough to develop new methods and approaches in
planning, integrating and evaluating programs of the Agency.

Mastery of a wide range of qualitative and/or quantitative methods enough to analyze and evaluate
pertinent information on prominent and emerging issues, forecast developments potentially impacting
areas of specialization, and analyzing the consequences of adopting various proposals and policies.

Mastery of communication principles, practices and techniques, analytical methods and interpersonal
relations practices to serve as a Senior Advisor focusing on strategic planning, implementation, and
prominent and emerging issues. Exceptional communication skills with proven ability to analyze and
communicate complex programmatic maters to policy makers, staff and stakeholders. Knowledge and
skill in establishing and maintaining effective working relationships with individuals or groups
interested in or affected by programs that may have opposing points of view or conflicting interests.

Knowledge of the range of laws, policies, regulations, and precedents applicable to the administration of
one or more important programs enough to ensure that the Administrator is provided with information
that is administratively in accordance with Agency policy. This includes the full range of environmental
law and corresponding EPA regulations and policies.

Skill in designing and conducting comprehensive management studies, and preparing solutions to



especially broad, important, and severe management problems. Skill in planning, organizing, and
directing team study work, and effectively conducting critical negotiations with management.

Factor 2 - Supervisory Controls Level 2-5 (650 Points)

The incumbent serves the Administrator as an independent advisor and authoritative expert who can
provide objective analyses of program operations and integration within specified program areas.The
supervisor provides administrative guidance solely in the form of general legislative, mission or policy
directions. Recommendations and decisions of the incumbent are accepted as technically sound even
though final approval may depend on formal action by high-level management. The employee has the
highest degree of independence in seeking optimum solutions to problems. Completed work is broadly
reviewed for adherence to mission or legislative direction and for assurance that broad policy or program
objectives are fulfilled.

Factor 3 - Guidelines Level 3-5 (650 Points)
Guidelines are basic legislation and/or broadly stated Agency regulations and policy statements and may
include reference to pertinent legislative history, related court decisions, State and local laws, or policy
initiatives of Agency management. At this level the employee is a recognized authority in the
interpretation of such broad guidelines and must exercise considerable judgment in interpreting and
adapting guides that exist; in developing new and improved concepts or approaches and in
developing/recommending new policies that have the potential to take the organization in new
directions. The development of ideas, methods and procedures often serve as precedents both within and
outside of EPA.

Factor 4 - Complexity Level 4-5 (325 Points)
The work includes planning, coordinating, integrating, and evaluating the overall Agency approach to
complex prominent and emerging issues and strategic planning for substantive mission-oriented
programs related to area of specialization. The incumbent must keep abreast of current issues and latest
developments to track critical items for the Administrator. Because many situations the incumbent will
encounter are unusual or at some points unique and no specific set of guidelines could lay out
appropriate steps to take, the incumbent must rely on a high degree of insight, logic, expert-level
communications experience and sound judgment; the ability to effectively articulate issues and problems
to high-level officials. In many cases, studies are of major importance to each of several departments
and agencies, and there may be disagreements about which department or agency has primary
responsibility for significant aspects of the function. Studies frequently involve extensive problems of
coordination in fact-finding. Decisions about how to proceed in planning studies, and organizing, and
evaluating data are complicated by the complexity of the issues, lack of precedent, and conflicting
program goals and objectives. Assignments are further complicated by the need to deal with subjective
concepts such as value judgements; the quality and quantity of actions are measurable primarily in
predictive terms; and the findings and conclusions are highly subjective and not readily susceptible to
verification through replication of study methods or reevaluation of results

Factor 5 - Scope and Effect Level 5-5 (325 Points)
The purpose of the work is to serve as a senior advisor to the Administrator and a liaison on behalf of



the Administrator’s Office by coordinating activities/issues that need involvement by the Administrator;
reviewing briefing papers and policy documents pertaining to emerging issues for soundness and
accuracy; ensuring program materials and proposed actions are appropriate; and communicating Agency
priorities, direction, and initiatives. Assignments require developing detailed plans, goals, and objectives
for the long-range implementation and administration of programs and/or developing criteria for
evaluating the effectiveness of programs. Work products prepared are typically complete decision
packages, staff studies, and recommendations which upon implementation would significantly affect the
quality and quantity of benefits and services provided to the Agency 's customers. The work affects the
Agency’s attainment of program goals, enhances integration of effective communication internally and
externally concerning issues arising in the development and operation of regulatory actions and
subsequent measures, and contributes to the environmental well-being of a substantial number of people
affected by the Agency’s programs on a long-term, continuing basis. Recommendations may result in
substantial redirection of federal efforts or policy related to major national issues.

Factor 6/7 — Personal Contacts/Purpose of Contacts Level 3C (280 Points)
Personal contacts include staff and management internal and external to the Agency such as,

high ranking officials of the Agency, Federal, State, municipal and county agencies, Tribal
governments, international organizations and private industry and citizen groups; scientific and
research groups and associations in a moderately unstructured setting.

The purpose of the contacts is to provide the Administrator with expert analyses in connection with the
operations of Agency programs, projects or initiatives. The incumbent participates in highlevel
conferences at State, regional or national level in connection with significant and sensitive matters
involving differences of opinion and controversial issues. Situations require the incumbent to influence
or persuade others to adopt approaches and concepts where there are notable doubts and conflicts or to
arrive at a compromise that is mutually satisfactory to all parties.

Coordinates with and influence managers or other officials to accept and implement findings on
prominent and emerging issues which have the potential to impact the Agency in area of specialization.
Incumbent uses own judgment and sensitivity to issues which affect EPA to keep the Administrator
advised and to advise senior personnel of the Administrator’s positions. May encounter resistance due to
such issues as organizational conflict, competing objectives or resource problems. A high level of
persuasion, tact, and influence are required to gain cooperation, coordination and collaboration among
numerous divergent groups and individuals affected by prominent and emerging issues of environmental
protection.

Factor 8 — Physical Demands Level 8-1 (5 Points)
The work is primarily sedentary. There may be some walking, standing, bending and carrying
light items and may involve travel to other locations. No special physical demands are involved
in performing the work.

Factor 9 — Work Environment Level 9-1 (5 Points)



The work environment involves everyday risks or discomforts requiring normal safety
precautions typical of office settings. The work area is adequately lighted, heated and ventilated.

Total Points: 3790
GS-14 Grade Range: 3605-4050





